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APPLICATION FOR RECORDS RETENTION SCHEDULE DERARTMENT OF ARCHIVES AND NISTORY
BS507/8-/0 _ RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—HM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Reeords Management Division, 330 Capitol Avemp Atlants, Georgia, 30334,
Attention: Scheduling Soctlon .
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FOR AGENCY USE 1. Agency Address ' o FOR RECORDS MANAGEMENT USE .
Applicstion Dete - ffice of Comptroller General ~ Ins. Dept. | Apelication Number
jpgents Licensing Division 8 5~7O
, - amputer Operations ‘ Date Received Data Completeq
Application Number Rm. 616 West Tower, Floyd Bldg. JUL.O; 81985 . mpleted
. ltlanta, GA_ 30334 S logr . 91985
2. Person to Contact : Working Title Telephone Number _
L Debbie Richardson - Oorrputer OPerations S@ervisor ‘ 656-2100
3. Action Requested 'é '

2. B Estaousn Retention Schedule; record will oontinuo to accumuiate.
b. O Dispose of presant accumulation: no further accumulation anticipated.

¢. 0 Amend ApplicationNo. .. ... . Check One: 0) Change; C) Supereede J Void

4, Dates of Series 5. Rocorda Series Title (followed by title used in off:ce, if differentj
July 1983 | To Date Resident and Non-Resident Insurance License Renewal Applications

Earliest © Latest

6. Division and Office Function . . What is the funcnon of the Dmslon and the Office in which this record series is created?

The Agents Licensing Division is responsible for the legal licensing of agents, counselors,
brokers and adjusters for all ‘classes of insurance by strict enforcement of the
qualification requirements for all applicants.

The Conputer Operations SectJ.on is responsible for batch.mg and processing first-time
license applications, renewals, certificate of authority request and annual listings,
re-examination permits, permit renewals, bad checks, redeposits and refunds and
balancing such with the Fiscal Department. The section also processes all insurance
examinations and issues and prints licenses, failure notices, permits and letters of
certification/clearance letters to agents applying for licenses in other states.

7. Record Series Description This file contains the following documents (include form numbers and titleé, if any):

. Attach samples of the file.
Documents relating to: the annual renewal of all insurance licenses

Included are: Form GID-101 - Resident Insurance License Renewal Application;
Form GID-101-A ~ Non-Resident Insurance License Renewal Application; -
Batch Control Sheets, Batch Balance Lists and Batch Extract Lists.

Flle s arranged C'f'IrOI'Dnglcall by Flscal Year, theremxder n cally by:assi , :
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8. Monthly Raference Rat. ~ How often ars reoords referred to which are:

One to six months old 20 _; Seven to twelve monthsold _10______; Thirteen to twenty-four months old ._.5.___. -
twenty-five monthsandolder___1 . .7
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9. Annusl RmofAzwmuladonomerds e T T T T e L

Let_ta;l_'-‘lze drawers __ I.agabsiu qlirmers \,“Shalm ___lZ_,__;QW,(w;_:{y; s
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YES | NO | 10. Quuuonmm Jthmf _in the proper column) " ' i i ]

X a. ls this the official copy of the series?
If not. where is it? -

b, aou the series contain confidential mforrnat-on requiring security handling? If yes, cite Iaw or regulataon

i X
| X c Is thts 8 vital record? . 4
X d Does this series have historical or long term research value? X
X . When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
mmmmmm:mlv?
X fJiMﬂﬂMMﬂMmﬂnmmmmbhmldLﬂmiﬁlmmw -
X . Is the information contained in this saries ever analyzed and/or recorded in & summarized report?
If vas, attach coov,
X h, Is there a duplication of this saries in your ofﬂce or in another office or agency?
1f ves. where?
X | i lsthis series {or # major portion of it) requiarly microfilmed?
X | i _Does the record series result in a computer printout?
11. Retention Requirements b The following requires tha series to be kept:
a. State Law Y years. d, Audit ~sriod 1 years.
b. Statute of limitation — R * years. ‘. Administrative need 3 1/2  __years.
¢, Federal law 0 years. f. Federal retention instructions 9 years,

* See Attached sheet

Attach copy or excerpt of laws or regulations. Explain administrative need.

Information is needed to verify receipt of payments, and for reference in the event a license
is not renewed in one year, but renewal is requested in a subsequent year. Also used in the
event legal action:im dgiteated against agents who have not acquired the proper licenses or
certificates of authority.

12. Aooroved Disposition Instructions  This agency recommends that the file series be cut otf at the end of each:

O Calendar Year: X Fiscal Year: (1 Other ) then,

2§ Hold in the current files ares 6 month(s) ... year(s); then

O Transfer to local holding area, hold _________year{s}; then

@ Transfer to State Records Center;hold .3 year(s); then
& Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify)

| Agency Hcadlbgg_gnn_ {Signature) , Date

’7—'/3/‘5 s

L otit]

o Date
Recommendations in pere-
graph 12 are approved. State Auditor/Designee - &~ ~§=¥Y
(1t disspproved, sttach Icrtcr ‘ 7 — e ,
~ |ofexplanation}. . ...~ .| Sacretary of State/Designes W o - q‘{ﬂ ¥
gs—70 | i
e = Attarney General/Designee ﬁ% = S /M&
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f 1 l.\
Addition to item 11b. ' |
. . . ;‘
These files can be used in the event a persoﬁ is charged with selling insurance
without the proper licenses or authority. The charge, according to 0.C.G.A.
33-5-3, would be a misdemeanor. According to O. C. G. A. 17-3-1, the statute
of limitation on a misdemeanor is two years.

A .
(The above alteration to the schedule was made by Harmon Smith and Charles
Saxon based on authority granted to Harmon Smith I' the Comptroller General's
records officer Mickey Anderson in a telephone con.ersation July 30, 1985.)

1




